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Agency 
Washington County 

Division/Unit 
Finance/Gaming Commission 

Item No Description Retention 

1 I Charitable donation files 
-contains but not limited to: request for funding, 
correspondence, listing of budget items; tax exempt reports, 
annual reports, officers/board members name and address 

Administrative hearing files 
Hearings involve violations to the rules and regulations of the 
Gaming Commission. Parties involved include: Operators; 
Wholesalers; Washington County and Administrative Hearing 
Judges. 

Operators files - taverns, schools, tip jars 
-contains but not limited to: applications, applications for 
renewal, prior record affidavit, copy of alcohol beverage 
license, correspondence, monthly quarterly reports 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy 

Approved by Department, Agency or Division Representative 

Date June 21,. 1999 

Signature 

Type Name Joni L. Bittner 

Title County Clerk 
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Item No Description Retention 

Club files: tip jars: see operator files; also includes reports of 
direct contributions made by clubs, adding machine tapes 

3a 

3b 

Fire dept - tip jars; see operator files 

Wholesalers - tip jars 
-contains but not limited to: wholesalers tip jar license 
applications, renewal applications, license bond. 
Correspondence, real and personal property tax clearance 
certification, incorporation certification, license, prior record 
affidavit 

(Items 3a, 3b, 3c use the 
retention period as stated in item 
3) 

3c Temporary tip jar - applications/licenses 
-contains but not limited to: temporary operator's license 
applications, application for renewal, prior record affidavit, 
application statement, correspondence, licensee report, 
quarterly reports 

' 4 Blank forms: various forms used by the gaming commission Retain until updated or 
superseded, then destroy 
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